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The goal of this book is to make it easier for scientists, especially those new to scientific writing, to write about their
results and to get their manuscripts accepted in peer-reviewed journals. The book covers each step throughout the
submission process, from organizing and outlining the manuscript, presenting statistical data and results, to what
happens during the in-house manuscript review process and what to do if an article is initially rejected. In addition to
providing practical exercises on these topics, the book focuses on helping writers distil their research into concise takehome messages for readers, in order to convey information as clearly as possible to the target audience.
Clear, Precise, Direct provides a concise set of strategies to help students improve their writing skills at the sentence
level with a focus on application and revision. Students will learn the key principles of clear, effective writing and practice
applying them to their own work through a series of lessons, exercises, and peer writing samples.
An interactive, multimedia text that introduces students to reading and writing at the college level.
Striking toward peace and harmony the human being is ceasely torn apart in personal, social, national life by wars, feuds,
inequities and intimate personal conflicts for which there seems to be no respite. Does the human condition in interaction
with others imply a constant adversity? Or, is this conflict owing to an interior or external factor of evil governing our
attitudes and conduct toward the other person? To what criteria should I refer for appreciation, judgment, direction
concerning my attitudes and my actions as they bear on the well-being of others? At the roots of these questions lies
human experience which ought to be appropriately clarified before entering into speculative abstractions of the ethical
theories and precepts. Literature, which in its very gist, dwells upon disentangling in multiple perspective the peripeteia of
our life-experience offers us a unique field of source-material for moral and ethical investigations. Literature brings
preeminently to light the Moral Sentiment which pervades our life with others -- our existence tout court. Being modulated
through the course of our experiences the Moral Sentiment sustains the very sense of literature and of personal human
life (Tymieniecka).
The Joyful Athlete reveals how anyone can learn to "listen to the body" and exercise in harmony with its ever-changing
needs. With research and stories of elite athletes, The Joyful Athlete tells the joyful "inside story" of sports and exercise.
A single-volume reference for professional writers provides rules for all major styles including AP, MLA, APA and
Chicago Manual of Style while offering an A-to-Z section explaining commonly confused terms. Original. 10,000 first
printing.
We all aim for safe processes. However, providing safety is a complex endeavour. What is it that makes a process safe?
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And what is the contribution of humans? It is very common to consider humans a risk factor prone to errors. Therefore,
we implement sophisticated safety management systems (SMS) in order to prevent potential “human failure”. These
SMS provide an impressive increase of safety. In safety science this approach is labelled “Safety-I”, and it starts to be
questioned because humans do not show failures only. On the contrary, they often actively contribute to safety,
sometimes even by deviating from a procedure. This “Safety-II” perspective considers humans to be a “safety factor” as
well because of their ability to adjust behaviour to the given situation. However, adaptability requires scope of action and
this is where Safety-I and Safety-II contradict each other. While the former restricts freedom of action, the latter requires
room for manoeuvring. Thus, the task of integrating the Safety-II perspective into SMS, which are traditionally Safety-I
based, is difficult. This challenge was the main objective of our project. We discovered two methods that contribute to the
quality of SMS by integrating Safety-II into SMS without jeopardizing the Safety-I approach.
This comprehensive guide will prepare candidates for the test in all 50 states. It includes four complete practice exams, a
real estate refresher course and complete math review, as well as a real estate terms glossary with over 900 terms, and
expert test-prep tips.
How to Proofread Your Own Writing guides writers through the process of detecting spelling, grammar, punctuation and formatting errors in
their work, with a particular emphasis on those who wish to self-publish. The book focusses on three main areas: 1) Different proofreading
techniques and their effectiveness. 2) The types of spelling, grammar, punctuation and formatting errors that need to be addressed, with
specific tips on how to deal with each one. 3) Advice on how to effectively translate traditional publishing formats into eBook and POD
publications and the additional proofreading challenges that entails. This book is a practical guide that will arm writers with the tools
necessary to succeed when proofreading their own writing.
This book covers the new EDPM CSEC syllabus to be taught from September 2011. It introduces computing fundamentals, electronic
communication and keyboarding techniques before teaching the Microsoft Office (2003 - 2010) skills required by the course. Next, students
are shown several aspects of document preparation, complete with sample documents. After covering document management and ethics, it
gives SBA tips and exam papers (with answers included on the CD). Exercises and summaries are found at the end of each chapter. The
accompanying CD-ROM is packed with material including interactive revision questions, PowerPoint presentations, tutorial videos, exercise
files and a comprehensive glossary.
Turn your knack for language into a lucrative career Must-know techniques and resources for maximizing your accuracy and speed Interested
in becoming a copyeditor or proofreader? Want to know more about what each job entails? This friendly guide helps you position yourself for
success. Polish your skills, build a winning résumé and land the job you've always wanted. Books, magazines, Web sites, corporate
documents - find out how to improve any type of publication and make yourself indispensable to writers, editors, and your boss. Balance
between style and rules Master the art of the query Use proofreader symbols Edit and proof electronic documents Build a solid freelancing
career
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Sir Winston Churchill held many positions of rank and state during his long and prolific lifetime. Cohen presents the leader's bibliographic
writings with several thousand entries with full descriptions.
Interested in making your skills future-ready and recession-proof? Guffey/Loewy's best-selling BUSINESS COMMUNICATION: PROCESS
AND PRODUCT, 10E, can help. This award-winning book with the latest content guides you in developing communication competencies
most important for professional success in today's hyper-connected digital age. Refine the skills that employers value most, such as superior
writing, speaking, presentation, critical thinking and teamwork skills. Two updated employment chapters offer tips for a labor market that is
more competitive, mobile and technology-driven than ever before. Based on interviews with successful practitioners and extensive research
into the latest trends, technologies and practices, this edition offers synthesized advice on building your personal brand, using LinkedIn
effectively and resume writing. A signature 3-x-3 writing process, meaningful assignments and focused practice further equip you with the
communication skills to stand out in business today. Important Notice: Media content referenced within the product description or the product
text may not be available in the ebook version.
Designed to ensure that every medical assisting graduate can quickly trade a cap and gown for a set of scrubs, Jones & Bartlett Learning's
Comprehensive Medical Assisting, Fifth Edition is more than just a textbook - it’s an engaging, dynamic suite of learning resources designed
to train medical assisting students in the administrative and clinical skills they’ll need in today’s rapidly changing health care environment.
The Fifth Edition includes a full chapter on Emergency Preparedness, new in-book role playing activities, and an expanded array of online
resources. We’re pleased to offer case studies, skills videos, and animations as part of our ancillary suite.
Prepare for success in your career as a paralegal with Miller/Meinzinger's PARALEGAL TODAY: THE LEGAL TEAM AT WORK, 8E. This
complete resource introduces today's legal system as you learn how current technology and social media tools are used in practice. Real
examples, hands-on practical applications and ethical dilemmas help strengthen your understanding of laws in current society and the
importance of ethical and professional responsibility. You refine the skills needed to thrive in today's legal landscape. An entire chapter
highlights paralegal careers and salaries to prepare you for work choices. In addition, you examine current issues, such as legal responses to
the #MeToo movement, legal trends in protecting women's rights in the workplace, the use of the latest online legal research tools and
technical requirements in today's courtroom. In addition, you learn how to conduct effective interviews, work with witnesses and address
today's developments in family law. Important Notice: Media content referenced within the product description or the product text may not be
available in the ebook version.
A Simon & Schuster eBook. Simon & Schuster has a great book for every reader.

Emphasizes that, in light of postmodernity, evangelism should shift to a communal focus and invite people to a new way of life.
Offers both theoretical training and practical strategies.
Designed to ensure that every medical assisting graduate can quickly trade a cap and gown for a set of scrubs, Jones & Bartlett
Learning's Administrative Medical Assisting, Fourth Edition is more than just a textbook—it’s an engaging, dynamic suite of
learning resources designed to train medical assisting students in the administrative skills they’ll need in today’s rapidly changing
health care environment.
Information Security Policies and Procedures: A Practitioner‘s Reference, Second Edition illustrates how policies and procedures
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support the efficient running of an organization. This book is divided into two parts, an overview of security policies and
procedures, and an information security reference guide. This volume points out how securi
This volume is the only book-length bibliography on the important topic of teaching revising and editing.
Do you ever have difficulty getting replies to your emails? Whether it's your boss, a recruiter, a customer, or an important
executive...it's harder than ever to get a prompt email reply!That's because research shows that most people today spend only
11.1 seconds reading an email-and it's usually on a very small device, like a smartphone. So the way we learned to write in high
school (or college) no longer works in this super-fast, high-pressure format.This book shows you 31 easy hacks for changing your
email style to reach today's super-busy readers, all developed and tested by national technical writing expert Paula Peters. Paula
has used, refined, and taught these email hacks for over 5 years to more than 10,000 executives, entrepreneurs, and military
leaders across the globe.You'll spend less time on your email-and get better, faster replies. And you can start with the 50 free
samples of professional business emails...provided at the end of this book!
Master the fundamentals of medical transcription and meet the challenges of the evolving medical transcription field with Medical
Transcription: Techniques and Procedures, 7th Edition. Respected authority Marcy O. Diehl delivers proven, practical training in
the skills and technology essential to your success, including proofreading, editing, speech recognition technology, and more. This
new edition also reflects an increased emphasis on medical editing and other related fields to keep you current with the changing
medical transcription profession and fully prepare you for your role in health information management. Comprehensive coverage
and practical exercises demonstrate fundamental editing/transcription concepts and boost your proficiency in: Punctuation
Capitalization Numbers Abbreviations and symbols Word endings Formation of plural forms Exercises and helpful hints enhance
your proofreading and editing skills and help you prevent common errors. Extensive practice and review exercises on Evolve
reinforce your understanding and give you the experience to confidently move into the transcription workforce. New chapter
highlights the transcriptionist's emerging role as a medical editor and how it impacts health information management and patient
safety. Take Note boxes provide quick access to key editing/transcription tips. From the Field sections deliver helpful insight from
practicing medical transcriptionists. Updated information familiarizes you with the latest medical transcription equipment. Live
transcription exercises help you meet the Association for Healthcare Documentation Integrity (ADHI)'s live transcription
requirement and practice applying your transcription skills to scenarios commonly encountered in practice. Additional exercises
test your ability to edit voice recognition software-generated reports.
This is an engaging and practical introduction to the elements of grammar, sentence structure, and style that you need to write well
across a range of academic, creative, and professional contexts, deftly combining practical strategies with scholarly principles. The
second edition includes updated material based on a longstanding commitment to writing and to best international practice. It
includes advice on reading; language; grammar and style; structuring; designing; paragraphing; punctuation; workplace and
academic documents; digital writing for social media; and revising, editing, and proofreading. How Writing Works should be on the
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desk of everyone who needs to write: students, professionals in all fields, and creative writers. It is an essential handbook for
working writers and writing workers in the contemporary writing-reliant workplace. The accompanying companion website includes
video interviews and presentations from leading grammarians including Professor David Crystal and Professor Geoff Pullum, in
addition to online quizzes and activities to support readers’ learning.
Now in paperback, here's a guide to writing a full-length transformational nonfiction book, from an editor with two decades'
experience working in publishing. "I know I have a book in me." "I've always wanted to be an author." "People always ask me when
I'm going to write my book." "I have a story to tell, but I never seem to make time to write." Are you a thought leader, healer, or
change-agent stuck at the starting line of book publication? Life coach and publishing industry insider Kelly Notaras offers a clear,
step-by-step path for turning your transformational idea or story into a finished book as quickly as possible. With humor,
encouragement, and common sense, she demystifies the publishing process so you can get started, keep writing, and
successfully get your wisdom out into the world. Notaras guides you through: • Getting clear on your motivation for writing a book,
• Crafting a powerful, compelling hook and strong internal book structure, • Overcoming resistance and writer's block, and •
Getting your finished manuscript onto the printed page, whether through traditional publishing or self-publishing. Publishing a book
has never been as simple, accessible, and affordable as it is today, and in our tumultuous world, readers need your healing voice.
Be brave, be bold, and take the steps you need to share your message with those who need to hear it most.

Have you ever seen life in high deathfinition? Look at the cover, what do you see? This is not your usual pirate flag. Two
question marks facing each other, two exclamation points crossing each other, forming a skull. Self-reflection and selfdetermination, limited by time, limited by death. This is wisdom. For freedom. But you can only see it if you
EVERYTHINK. EVERYTHINK, a philosophical essay about all the aspects of life. It is about provoking questions, rather
than to feed you answers. It is meant to make you think. For yourself, by yourself. This is not a lesson.
How To Write Anything: The Format Of What You Write May Change But The Process Of Writing Anything Remains The
Same This book is called How To Write Anything, and I confess there is some ego involved in the title. But then I've been
a professional writer for over 40 years. As one of Canada's most successful writers and authors, I have written hard news
articles, soft news and feature articles, advertising and promotional copy, media releases, reports and proposals, case
studies, research papers, email messages, website content, tweets, blog posts, and other online content. I have also
written over 20 books on business, promotional and online writing and other topics, such as writing articles, memoir
writing and living with Multiple Sclerosis, a disease that I have, but one that has not prevented me from writing or training.
I've also written a collection of short stories, poetry, and a couple of plays. So while I haven't written everything, I've
written many things. The fact is that you can't read this book and go forth and write anything if you are not familiar with
the format or structure of the document that you want to write--be it non-fiction or fiction. For instance, if you want to write
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a report, you do so using the methods in this book. However, you have to know how to structure reports. The same is
applicable to email, social media content, articles, promotional content, case studies, reports, white papers, PowerPoint
presentations, speeches, website content, short stories or novels. So some of you reading this book might still have
some learning to do. However, I suspect most of you know the structure of the documents you want to produce and you
will be able to immediately apply the methods outlined in the book to writing any document that you need to write.
The Ultimate Marketing ToolkitAds That Attract Customers. Brochures That Create Buzz. Websites That Wow.Simon and
Schuster
Since its first publication in 1975, Judith Butcher's Copy-editing has become firmly established as a classic reference
guide. This fourth edition has been comprehensively revised to provide an up-to-date and clearly presented source of
information for all those involved in preparing typescripts and illustrations for publication. From the basics of how to
prepare text and illustrations for the designer and typesetter, through the ground rules of house style, to how to read and
correct proofs, Copy-editing covers all aspects of the editorial process. New and revised features: • up-to-date advice on
indexes, inclusive language, reference systems and preliminary pages • a chapter devoted to on-screen copy-editing •
guidance on digital coding and publishing in other media such as e-books • updated to take account of modern
typesetting and printing technology • an expanded section on law books • an essential tool for new and experienced
copy-editors, working freelance or in-house.
Writing from the Core is more than a handbook: it is a roadmap that leads to correct and effective writing. -An effective
writing style begins with well-written sentences: sentences that speak to the reader clearly and concisely. - Structure and
style cross paths at the sentence core: gain control of the sentence core, and you also gain control of your editing and
revising skills. - In fact, once you can edit and revise with skill, you may spend more time mulling over your writing and
reaching deeper insight, improving substance as well as style. Writing from the Core takes the mystery out of how to
produce correct, clear, and concise writing, building confidence along with skill. I love this approach; it's practical yet
personal. Writing from the Core is a guide with personality - it takes theory and makes it real. -Elizabeth Anderson,
Writing Instructor, College of DuPage A straight-forward handbook that has been infinitely more useful than any
handbook or workbook I've used in college. -Dominic Schiralli, Fine Arts major, Indiana University Northwest Students
who use this method have a much easier time with composition. Structure becomes easy, so they can focus on building
their writing skills. This is a great method producing fantastic results. - Peggy Patlan, Adult Education Instructor, Moraine
Valley Community College
Praise for the first and second editions: "The Copyeditor's Handbook brims with valuable information, good advice, and
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helpful suggestions for novice copyeditors and experienced practitioners. It is comforting to know that current and future
copyeditors will be able to turn to this handbook. I'm placing this work, which fills a huge gap in the literature, right beside
my dictionary, and will highly recommend it to all my colleagues and students." —Alice Levine, Lecturer, The Denver
Publishing Institute, and freelance editor "A definite 'must have' for the beginning to intermediate editor or author, and
even the experienced editor. An indispensable reference tool." —Kim Hawley, President, The Chicago Book Clinic "This is
the book that every teacher of editing has been waiting for: thorough, clear, authoritative, up-to-date, and sane." —Beth
Luey, Director, Scholarly Publishing Program, Arizona State University "This book warms the cockles of the copyediting
heart. It is thorough, useful, helpful, and smart. And it fills a huge vacuum." —Constance Hale, author of Sin and Syntax
and Wired Style "An excellent resource. The Copyeditor's Handbook should sit on every business editor's shelf, next to
the in-house style guide." —Erika Henik, Research Publications Manager, Banc of America Securities LLC "The first three
chapters alone are worth the cover price. It's a book that acknowledges an assortment of vexing copyediting questions
and offers multiple answers to most of them."—Gary Hernandez, Technical Communication "An excellent textbook to
teach the essentials of copyediting. An excellent reference work for workplace writing."—Mark Armstrong, Business
Communication Quarterly "Straightforward, sound advice for beginning or intermediate copyeditors working with pencil or
online."—Priscilla S. Taylor, The Editorial Eye "Lays out the copyeditor's obligations with humor, style, and
perspective."—Walter Pagel, Science Editor
This text is used primarily in basic high school office procedures courses, workforce development programs, and courses
at career schools or career centers. The text offers short units of instruction with goal-oriented skills applied in each
exercise. Specific goal-oriented exercises teach and reinforce basic-level business skills needed for entry-level positions.
Important Notice: Media content referenced within the product description or the product text may not be available in the
ebook version.
With the 10-Hour Series books from South-Western Educational Publishing, users can become proficient in a variety of
skills in only a short amount of time. These books are ideal for incorporating a new skill into the classroom, workplace, or
home.A positive impression is more important now than ever. Convey such an impression with error-free, clearly
expressed documents by learning how to proofread at the computer. In ten brief lessons, users will learn to proofread
comparatively, proofread in a team, check for consistency, use word processor spelling and grammar-check features,
and proofread statistical information.
From the Publisher: This trusted guide provides instruction and applications designed to sharpen skills in detecting and correcting
writing errors. The material progresses from easy-to-recognize errors to those more difficult to spot, allowing students to build
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confidence and skill. Documents to proofread and edit include memos, letters, multiple-page reports, e-mail messages, databases,
advertisements, and spreadsheets. Highlights of the fifth edition include a discussion of voice-recognition technology and
proofreading plus seven review modules with challenging documents to check and correct. Software TIPS give advice on using
software tools in proofreading and editing. Checkup exercises in each chapter offer an immediate test of chapter concepts
(answers appear in the back of the student edition). Each chapter ends with six application exercises. Two of the six applications
appear on the CD-ROM, with a Word "RM" and a WordPerfect "RM" version of each document.
This short and thorough book teaches students how to proofread - what to look for, how to use proofreader's marks and how to
interpret such marks on edited copy. It can most effectively be used as a supplemental text in a word processing or applications
course, or in office procedures, transcription, business English, or communications courses. Features: * A logical step-by-step
presentation of the proofreading process helps students understand the methodical nature of proofreading. * The book covers
proofreader's marks and contains numerous examples of how they're used. * Each proofreading concept is immediately reinforced
with practices and examples of edited copy and final copy. * Introduction and review of English essentials reinforces related
proofreading concepts. * Realistic business documents and examples bring the material to the real world. * End-of-unit activities
include a Check Yourself for student practice, several applications activities covering that unit's concepts, and one cumulative
reinforcement activity. * Answer keys to practices provide students with immediate feedback. * The took of the text is clean and
uncluttered, with effective use of a second color and
This fiction-editing guide shows authors and editors how to recognize shown and told prose, and avoid unnecessary exposition.
Louise Harnby, a fiction editor, writer and course developer, teaches you how to identify stylistic problems and craft solutions that
weave showing and telling together, and understand why there's no place for 'don't tell' in strong writing. Topics include: Shown
and told prose in different scenarios; the relevance of viewpoint; when exposition serves story and deepens character; and tools
that help writers add texture.
This comprehensive, activity-oriented text is designed to sharpen proofreading and editing skills .It provides a thorough review of
the rules governing language arts. Computerized exercises found on the data disk are integrated throughout to give the user
additional practice in editing and formatting documents just as they would in everyday life.
Anyone who's ever had to edit or proofread his or her own work knows how difficult and time-consuming it can be. You read and reread your document, but errors still manage to slip by. Then, once it's too late to make changes to your document, the same errors
have a maddening way of becoming glaringly obvious. And nothing is more frustrating than having an important business letter,
memo, or resume sabotaged by an embarrassing error. Error-Free Writing gives you a simple, proven four-step writing and editing
method that will help you produce error-free documents virtually every time. It also makes the writing process itself easier, while
greatly reducing the deadline-related stress many business professionals experience when writing.
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